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Introduction

All violations must be entered into CIWQS in order to track compliance and
prioritize enforcement. A violation is an instance of non-compliance with an
order, the Water Code, or a basin plan. For more information on violations, see
the Enforcement Policy

(http://www.waterboards.ca.gov/water _issues/programs/enforcement/),

The following information describes how to properly enter violations into CIWQS
so what happened, where it happened, and who was responsible can be stored
in ClWQS and displayed in reports.

This document starts with highlighting the requn‘ed fields for a violation record
according to the business rules and then goes field by field, tab by tab through
the data entry process using the various modules within CIWQS. For more
information on the business rules, consult the business rules intranet page at
http://waternet/oit/ciwgs/html/business.html.

. Business Rules (Required. Fields/Links)

~ General information Tab

o Violation Type

Violation Description

Status

Occurrence Date

Violation Source ‘
< Source ID (where applicable)
Regulatory Measure (if present)
o Program :

o O O O

O

Related Parties Tab .
o Linked Organizations:
< Regional Water Board (Relationship: “Water Board”)
< Organization that is responsible for the discharge (Relationship:
“Responsible Party”)
o Linked People
<+ Regional Board Case Worker (Relationship: “Staff”)

Related Places Tab

o Linked Places:
% The Dlschargers Facility (Relatlonshlp “Originating’ )

Linked Enforcement Actlons, Documents, Addn. Info, and

Attachments Tabs
o NONE
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Il. Data Entry Process
General Information Tab

Business Rules:
o Violation Type

o Violation Description

o Status

o Occurrence Date

o Violation Source

% Source ID (where applicable)

o Regulatory Measure (if present)

o Program ‘ :
Instructions:

1. From the Main Menu of CIWQS select the “Create/Maintain Violations”
hyperlink. It should be near the center of available choices.

fain Menu

Run Reparts
YigwiChanae Ty Personal Information -

Createsaintain Places
Create/tdaintain Parties
Createflaintain Reauistory Messures
Create/ldaintain Yiolatians
Create/llaintain Inspections
Createfdsintain Invcices

Create/Haintain Diecharaer Events
Adminisier Svstem

2. When the initial violation screen appears, you have the option of either
creating a new violation record, or searching for an existing record.

Violation Searcli

Il Create New Yiolation, ]|

Or

Enter any search criteria and click "Search”™.

e e—

Place: [ ClearPlace || .SelectPlace. |

[Advanced Search >>1
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3. To search for an existing violation record, enter the violation ID or select a
place and press “Search”. For more search criteria click the “[Advanced

Search>>]" hyperlink.

Place:

Enter any search criteria and click "Search”,

[Acvancecd Sgarch >>]

‘4. The search results returned display ten at a time and are limited to 300
records. You can choose to see more records at a time, a specific set of the
results, or export the results to Excel. Exporting the.results will export all of
the records that meet your criteria, even if over 300 results are returned.

Violation Search

I[ Create New Violation Jl

Or

Enter any search criteria and click "Search”.

] E—

Place:

New Search

[Advanged Search >>]

SearcliResulis

Your quary has besh limiled to 300 resuits. You may add additional search

Export as an Excel
worksheet using this
hyperlink -

Sort by clicking the
column heading that
you want to sort by

iteria {o further targetyour search rgse

Navigate through the
search results using
these options.

i | stattassioned Degctintion:: 7 L
138144 1 08/17/2000 | Permit Baxman Gravel Co inc . 1 industrial Violation | AL WELLMAN | FAILURE TO KEEP COPY OF | Yes duplicate
Condition Stormwater STORM WATER PERMIT ON
SITE. .
138237 | 0242172000 | Sanitary Sewer POINTARENA ~ Nonsubchapter | Violation | ALWELLMAN | DISCHARGED 8,000 No duplicaie
Overflow/Spillf WASTEWATER TRT.PLT |15 GALLONS UNTREATED
SEWAGE TO POINT ARENA
CREEK
138147 | 02/08/2000 | Sanitary Sewer SANTA ROSA CITY NPDES' Violation | Katharine ON 2/5/00 AT 2:30 P.M. A No duplicate
. Oveiflow/Splllf VWWTP, LAGUNA, SANTA Spivak,Paul BACKUP IN THE CITY OF
ROSA CITY WWTP, Keiran SANTA'ROSA"S SEWER
L LAGUNA iy CAUSEDAPRIV ...
& L AR S i @ Internst
5. You can also sort the results by the columns that are returned by clicking on

the column headings. All results that match the criteria are sorted, even if
over 300 results are returned.

results table by clicking on the Violation ID hyperlink.

After searching you can select the violation you want to view from the search

To create a new violation, press the “Create New Violation” button.
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8. The first screen displayed after pressing the “Create New Violation” button will
ask you if this violation is for an existing regulatory measure.

[ Is this a violation of an existing reguilatory measure?

1f you click Yes, you will be asked to search for the regulatory measure being violated.
| IF you click No, you will be asked o search for the place associated with this violation,

a.1. . The majority of violations are for existing regulatory measures, but
from time to time one isn’t. If your violation is for an unregulated site,
press “No”. You will be taken to the Place Search screen where you
will locate the facility the violation is for. Enter the appropriate search
criteria for your facility and press “Search”. You may use additional
search criteria by selecting the advanced search hyperlink. When the
results are returned click the “Select” hyperlink in the far right column
of the table. ‘ ' :

Enter any search criteria and click "Search”,

Place I l T he |

Place Namei| . . T o] ’
Place Typer Japyiiiiiii L s 's.;f SEPRNTT o
[Advanced Search >»]

a.2 The place selected will be related to the violation with the
role/relationship of “originating.” Proceed with completing the violation
record. '

b.1  If your violation is of an existing regulatory measure, press “Yes.” The
regulatory measure search screen will appear. Enter the appropriate
criteria and press “Search” to locate the associated regulatory
measure. You may use additional search criteria by selecting the
advanced search hyperlink. Press the “Select” hyperlink in the far right
column of the results table to link the regulatory measure.

Violation Creation: Reguiatory Measurs Search

Enter any search criteria and click ' Search",

Reguistory Measure 0 [ ]

|Regulatory Measure Type: [zny - g

Humber/dentifier: [R3-2004-6086

[Advanced Search >>]

Exporito Excel Show: !1CL g

previous | 1-1 Gfﬂg next
RedtiatoryHeasurs 1G] 7 7 T Tlle L Program - ([ Renulatory Heasurs 27 |Order MumberiPrimary identiier| acilite| Efiective Dates| Action
148433 WDR 01-094 for DAKDALE, CITY OF | Nonsubchapter 15 | Waste Dischiarge Requirements | R3-2001-G092 02712001 - |Select

Search Results
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b.2. Linking the regulatory measure will automatically make the following
links:

Entity Relationship to Relationship to New
Existing Regulatory | Violation Record
Measure

Place Regulated By Originating .

Party Discharger Responsible Party

Regional Board Regulating Water Board

Staff Staff Assigned Water Board

| Staff

The program that is associated to the regulatory measure is associated
to the violation. Also the enforcement actions that are related to the
place where the violation occurred, display on the Linked Enforcement .
tab. (The violation is not automatically linked to the enforcement
action.) ’ '

9. After selecting a regulatory measure or place, you will be taken to the
violation general info screen of the violation record. On this screen there are
several fields that are required by the system as well as some additional ones
required by the business rules.

Violation'id: |  New (iinking to WDR 01-094 for DAKDALE, CITY OF}
Violation Typer” B S T @ ’

Violation Description:* | T

10. Start by selecting the appropriate Violation Type. If you cannot determine the
appropriate violation type consult the business rules linked to at the beginning
of this document.

Violation  [Back to Search Screen]

ViolationiD: Program:

Water Board: Staff Assigned:

Facility: Status:

Order #: :

{General Info | Related Pariies || Related Places | Linked Enfarcimant Achons | Documents | Addn. Info | Attachments |
= |

Violation 1Dt New tlinking to WDR 01.094 for OAKDALE, CITY OF)

Violation Type™ |Reporting -» Late Report - |

Violation Descripion:* [ Tzﬂ

11.Next, enter a violation description. Describe what occurred to cause the
violation. Please be as detailed as necessary but as brief as possible. For
example: 8MO05; Effluent violation; BOD monthly average; limit 30 mg/L /
reported 47 mg/L. Full requirements for the violation description can be found
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in the business rules document. Violation descriptions can be viewed by the
public in reports.

Violation Typer : iReporﬁng -= | ate Repuort o @

Violation Bescriptions Kuonthiy monitoring report for August 2008 was 30.daysilate. o

12.For the violation record, the comment field is to be used as needed but not
required. Comments can include additional information about the violation,
the reason for a status change, etc. Additionally, you are not required to enter
a corrective action, but if the discharger has performed oneitis
recommended that you do.

] T
\iolation Comments: . [Report due D9{20/2008, received 10/02/2008 ° "
Corrective Action: Discharger reported that lab prcncessmu tooktm: lohg, will sample; o
earlier in the month. FEr

13.There are only three statuses for violations: “Violation”, “Potential”, and
“Dismissed”. The first, “Violation”, is for confirmed violations. “Dismissed” is
for violations that were violations but additional information has negated them.
Violations that were created in error should be deleted. See your CIWQS
. Coordinator for more information on deleting violations. “Potential” is for
violations that need to be confirmed by staff.

Status:* - ¥iolation

14.The dates portion of the general information tab is for the Discovery and
Occurrence dates. The Occurrence date is required, the Discovery date is
not. The Discovery date is the date that the violation was discovered. The
Occurrence date is the date the violation occurred. For continuing violations
use the last day of the reporting period. For late reports use the day after the
report was due. If the date of the violation isn’t known use the date it was
discovered. '

Piscovery Date: [10/02s2008

Occurrence Dates [os2112008 B

15.Next you must select the source of the violation. The source is how the
violation was discovered. The source can also refer to the CIWQS reporting
module that created it. Certain source categories will allow you to link a
specific source to the violation. For example, if a violation was found during
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an inspection, you can search for and select the specific inspection record.
This can be done after saving the violation for the first time and pressing
“Select Source.” Selecting the specific source should be done when the
source is Inspection or Report. When violations are automatically generated
through eSMR or SSO, CIWQS will link the violation source and violation
source ID. The violation source ID is also prepopulated when a discharger or
staff person creates a violation in the eSMR module, including violations
associated to paper tracked reports.

“fiolation Source:* ; Report
Violation Source 1D: l:___:]
Regulatory bleasure: WDR 01-084 for CAKDALE, CITY OF

16. If a regulatory measure was not selected initially, you may do so at anytime.
If the regulatory measure selected is not the correct one, you may over-write
it by clicking the “select” button and searching and selecting a new one. If
you do this, be sure to unlink any duplicate or incorrect related parties and
places. CIWQS checks the effective date of the regulatory measure to make
sure the violation occurrence date is after the regulatory measure effective

* date. ‘ -

17.Below the regulatory measure is the Program of the violation. The program
from the regulatory measure is the default but you are allowed to change the
program as necessary and must select one if you did not link a regulatory
measure. When a regulatory measure is associated with more than one
program, the program comes over as null so be sure to select the correct
program. ' '

Reguiatory Measewe:  WOR 01-004 for OAKDALE. CITY OF
Program: [Nonsubchapter15- -~ oo &

- 18.Certain violations require monitofing locations to be selected but they only

become available if a regulatory measure that is associated with monitoring
locations has been linked to the violation.

Mlomitoring Location:

19.If your violation is a Priority violation please mark the available checkbox, if
you’re not sure consult the Enforcement Policy. Note: “Priority” is. not specific
to NPDES. NON15, 401 etc. also have “priority” violation guidelines. All
NPDES Serious Violations are Priority violations as well.

1 priority Violation:
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- 20.The “NPDES Serious Violation” and “Otherwise Subject to MMP Chronic

21

Count” check boxes are only available for violations that are linked to NPDES
permits. You must check Serious if the violations is in exceedance of a CAT1
parameters by 40%, a CAT2 parameters by 20%, or is a late reporting
violation and the report is more than 30 days late.

The “Otherwise Subject to MMP Chronic Count” should be checked if the
violation is a chronic toxicity violation and the permit does not contain numeric
effluent limits for toxic constituents. In other words, only check if you have an
exceedance of TUc, but the permit has no limits for metals and other priority
pollutants.

If the violation is not subject to MMP please select a reason from the available

dropdown.

B nPDES Serious Violation:

B ?};’;;’E'{:fgnfglg:ﬁ;:‘) f violation is not subject to MMP, select a reason:

.Now that your General Information tab is complete, press “Save”. You may

also use the keystroke short cut of CNTRL+S if you are using Internet
Explorer.

| Ganeral Info || Related Parfies | Related Pla

Violation iD: New - (linking to

22.Proceed to the Related Parties tab.
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Related Parties Tab

Business Rules:
o Linked Organizations:
< Regional Water Board (Relationship: “Water Board”)
% Organization that is responsible for the discharge (Relationship:
“Responsible Party”)
o Linked People
% Regional Board Case Worker (Relationship: “Staff”)

Instructions: _ :

1. If a regulatory measure was selected at the initial creation of the violation
record or subsequently, you must confirm that the correct parties are linked.
There must be a responsible party, a Water Board, and an assigned Water
Board staff. If only a place was linked, please follow steps 1a through 5 to
link all needed parties. ‘

Grganisation ama +1 1T T Roimaltionship® 1] Eomment [ “satpater

1voarzoos |55

Oakdale Citv

[weterBoard

11042008 |

a. Press the “Link an Organization” button to bégin the process of linking
either the discharger Organization or the Regional Board.

Related Qrganizations

b. The Party search screen will appear when the “Link an Organization”
button is pressed. Search for the organization by entering search criteria,
such as the appropriate Party ID or Party name, and press “Search”.

Party Search

Enter any search criteria and click "Search",

pary

Party Type: Organization

e [
ot s
I —

Work Phone:

\Vater Board:
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c. The system will locate all records that match the criteria you entered and
display them in a table at the bottom of the screen. Locate the correct
‘Organization and click on the “Select” hyperlink at the far right of the table.

Search Resuits:

- . Previous [1100 180 Next
PomiD .| Mame - | Twe- | . ViokPhené [ MallngAduieER T . T coeneon | e |
32420 |Dakdate City | organtzation | 2008474245 4555 66 ve . Catdals, Celfomis, 853671, USA lwa  [ssea |

d. You will automatically be returned to the Parties tab. To finish linking the
Party select “Responsibie Party” from the Relationship dropdown and
press “Save”. :

e. Repeat steps a-c and select the role/relationship of Water Board when you
return to the Related Parltles tab.

2. Next, you will be required to link the Case Worker to the violation using the
“Link Person” button. Press the button to bring up the Party search screen.

Related Persons

|7 personame 2] i T2 RolerRelationshi

3. Once at the Party search screen, locate the Case Worker for the permit by
* typing in his or her name and pressing “Searc_h.”

Enter any search criferia and click "Search™,

Pary Type: Person
Mailing Address:
ow

YWater Board: [,i'ny

Dept:

4. You will receive a list of all persons that matched your search criteria; select
the correct record from the list by clicking the “Select” hyperlink.

Exportlo Excel Show: |10k

Search Resulis:
Previcus [+ 071 E Mg
PariviD . Wame - | . Tupe Work Phona - | Mailing Addraigs: i i i R Dentr | .

145739 John Ginn Person 916-311-8883 1001 | Street, Sacramento. California, 85814, USA wQ Sglect
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5. You will be brought back to the related Parties tab, select “Assigned Water
Board Staff” from the relationship dropdown and press “Save”. Additional
people of interest can be linked to the Violation in this manner.

" PersonMame .o [
Jotin Gion -

i RoleiRelationship * i < ] Comment 7] ‘StartDate |

Essigned WWater, Buald Staf n g 072172008, |

6. If there are related parties that should not be linked to the violation or have
been linked to the violation more than once, these parties should be unlinked.

You can do this by clicking on the “unlink” hyperlink at the right of the related
party row. - '

rgamzaunnﬂamg’ epagi s g e s, e o

o SN it Gammei [ R T e
Oalidale City Responsible PanyE] 12008 _ |55 - e fUounk
Cantral Yaliey Renjonal Yaler Quality Control Board, Sacramerto Office 110412008 | SR :} fioe Uniigk
QOakale Cite [3Raros_ e C JEEE Lntin]

7. The system will ask you if you are sure you would like to do this. Click “yes” if
you are sure. Click “cancel” if you are unsure and no changes will be made

Retated Organizations

Qakdale ity Unlik -
Centrz! Vailer Regional Waler Dualit; Contrel Board, Szera Unlink
Oskdale City Unlink
Ratatas

8. Proceed to the Related Places tab.
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Related Places Tab

‘Business Rules
o Linked Places:
% The Discharger’s Facility (Relationship: “Originating”)

Instructions: _
1. The Discharger’s Facility has already been linked to the violation with the
relationship of “Originating”. Please verify that it is the correct facility.

1 Show Only Discharge Points L} Show Inactive Relaﬂol

S “Placeame™ | v PlaceType RolefRelationstip® > -0 o[ Start Bate* |
Dema Moth C8 Gollection_System 102008 | e

E1* - Indicatec eeaiiped

2. .Additionally, you can link Discharge Points or other locations that may have
some relation to the violation by pressing either the “Link a Place” or the “Link
a Discharge Point” buttons.

TYXCTY
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Linked Enforcement Actions Tab

Instructions: ‘
1. The Linked Enforcement Actions tab lists all of the enforcement actions that
are related to the related place. To relate the violation to the enforcement

action, click the “Add Violation to this Enforcement Action” hyperlink next to
the apprqpriate record. ‘

Enforcement Actions Linked 1o this Facllity
:Enforcement Action 1D <[~ 550 At Enforcement Action Title - T e Type.. r| Stews [ inked?| 7 0 1 7 . T
350253 otics of Yiolatlor for Slats Water Resources Control Board Motice of Vislatlon | Activa | Mo Add ¥lelstion 1o this Enforcement Action

2. We will discuss how to create new enforcement actions using this tab in the
Enforcement User Guide.
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Creating Violations through other Modules

Violations can be created within other CIWQS modules as demonstrated below.
A violation record will contain the same information irrespective of which module
is used to create it. Therefore, the choice of which module to use is strictly a
matter of personal preference and convenience on behalf of staff.

_ Inspection Module

Instructions:

1. To create a violation through the Inspection module, you must first select the
“Create/Maintain Inspections” hyperlink from the CIWQS Main Menu.

Main Menu

SubimitReview s Self Monitarine Repod (SHR:
Run Reports

vigwfChanae kv Personal Information
Createdidaintain Plsces

Createlfiaintain Parties

Craatefaintain Reoulstary Measures i
Craatefidaintain Vinlations
Createidaintain Inspections
Createfaintain Inveices

2. After arriving to the inspection search screen you can either create a new
inspection by clicking on the “Create an Unplanned Performed Inspection”
button or search for an already existing inspection. For this demonstration, we

“will.use an existing inspection (for information on creating/maintaining an
inspection consult the Inspections User Guide).

Inspection Search

s fsied Perfomsd spacion

Or

[Enter any search critetia and click “Search”,

Place:

Advanced Search =5

3. To search for inspection; start by either entering an Inspectio‘n ID or selecting
a place using the place search. For more criteria click on the “[Advanced
Search >>]" hyperlink. Once your criteria has been entered press “Search”.

Enter any search criteria and click "Search”.

Eclvanced Search =
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4. Alist of the Inspections matching your criteria will be returned. You can sort
the list you by clicking on any of the column headers or you can export it by
clicking the “Exportto Excel” hyperlink. Select the appropriate inspection from
the list by clicking on its Inspection ID. :

Expertig Excel Show:

Search Resulis .
previous [i1ori lﬂ next

Inspection| g pediian’ i Planded. ) Planied Shctual’ 1 Inspedtion’ Sxams--
D N B Co. : A - ,_Q g Perf:rmed?
- VL iCate k. "Date Lo ’

{l 5 | 05/2071998 | Rasaris Aston | Yes Performed

B Type compliance inspedtion | 06/20/1936

27472% | Division7

5. After clicking on the ID you will be taken to the Inspections General
Information tab. Proceed dlrectly to the “Alleged Inspection Violations” tab by

clicking on it.

g —eren T TN e 4 RE]
Inspection  [Back ts Search Screen]
Inspection (D: 276723
.Status: Performed Inspection Type: B Type complianca inspection

Staff Assigned: Mong Facility: Division 7 )
{ n Entry | Related Partiss j Alleged inspeciion Vislations § Dacuments i Addn. Info | Attachments}

6. Once on the Alleged Inspection Violations tab,‘ ybu can create a new violation
by pressing the “Launch Violation Wizard” button.

inspection Entry [ Relsted Parhas, Alleged lnspe"tmn Yiolations chruments f “dedn: Info §fi-ttax.hments

7 piscavery Date.

7. When the button is pressed the Violation Wizard will launch to walk you
through creating a violation.

What is the Violaticn Type of the Viglation being created?
See Definitions

Enter the Violation Description: Ses Definiition

Enter the Violation Occurrence Date:

Select the Appropriate Program:

B2 see potnitions
ficts: I no progra zolzyed, slezse return to the
Inspecticn recers and szsign 3 Srogram.

Is this a Priority Violation?
£2 see Definitians
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8. Start by selecting a Violation Type from the first dropdown-and entering a
Violation Description that complies with the business rules.

What is the Viclation Type of the Violaticn being created?
| Other Requirement > Permit Condiion . 1 See Definitions

Enter the Vioiation Description: See Definition
B.3.a Efiuentfiow meter mustbe . i
calibrated every 12 months». »

Efluent flow meter has nat been
calibrated in past 12 months.- - ::

9.' Enter the date the violation occurred, if the occurrence date is not known use"
the discovery date.

Enter the Violation Occurrence Date:

10. Next, select the éppropriate program for the Violation. Please note: the
programs available for selection will be limited to those linked to the
Inspection.

Select the Appropriate Program:

B¢ Sae Definitions
Mota: It no pregrams sre displayed, please retur to the
Inzpection record =nd assign = grogram.

11.From the “Is this a Priority Violation?” dropdown you can either choose Yes or
No. Choose whatever is consistent with the violation you are reporting,
consult the Enforcement Policy for more information on priority violations.

Is this aPri-ority Violation?
E2. See Dafiniions

Is this a Serious Violation? -
See Definitians

12.1f you selected “NPDES” as the program, and marked the violation as a
priority violation, the “Is this a Serious Violation?” option will appear on the
- violation wizard. Choose the appropriate option; consult the business rules for
information on serious violations.

—

Is this a Serious Violation?

iz Definiticns
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13.The violation wizard is now complete, press the “Create Violation” button.

R F— = =

Is this a Serious Violation?
e See Definitions

14.1n addition to the selections made, the violation record will be pre-populated
as follows

Entity Relationship to Existing Relationship to New
' ’ Inspection Violation Record

1 Place Inspected place Originating

‘Party (Organization) | “Owner” or “operator” of Responsible Party

: inspected place
Regulatory Measure | Linked regulatory measure | Regulatory measure
- : that was violated

Regional Board Organization related to Water Board
regulatory measure (that - :

| inspection is assessing

compliance with) that has

the relationship of

: : “Regulating”

Staff (Person) Person related to regulatory | Assigned Water Board

measure (that inspection is | Staff

assessing compliance with)

that has relationship o

“staff” '

15. After creating the violation you will be notified by a pop-up that the creation
was successful and it will provide you with a violation ID. Press “Ok” after
writing down the violation 1D and you will be returned to the Alleged
Inspection Violations tab. '
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16. The violation you created will be listed at the top of the table on the Alleged
Inspection Violations tab. To open the violation to make updates or review
information click, on the Violation 1D hyperlink.

Inspection Entry | Related Parties

; . % : bl B
‘ 2lleged Inspection Violatians {Documents ]

iNiolationdd .

SO Violation Type T

A0 Program. . iStatus. (|
791354 Late Report HPDES Yiolation
eSMR? Module
Instructions:-

For information on how to create violations through the eSMR? program, please
consult Part 3 of the eSMR Review Guide (page 6).

Approver

Document Initiator

CIWQS Quality
‘Assurance Lead

Statewide CIWQS
Coordinator
Business Rules
Team

"APPROVAL SECTION

Printed Name

John Ginn / Eric
Maag

Eric Maag

Jarma Bennett

Committee
Members Present

Signature

Approved as Meeting Agenda
ltem

Date
1/20/09

1/20/09

1/20/09

1/20/09




